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Job Information

Recruiter
Specialized Group

Job ID
1618433

Industry
Other

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
Negotiable, based on experience

Refreshed
October 19th, 2026 17:05

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Business Level

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

Office Manager & 7 1+ AY & —Y ¥ — | Office Management - ¥12M salary, Flexible hours, Manageable workload

Overview

Our client is seeking an Office Manager for their small international office in Tokyo, offering a stable, long-term role with a
manageable workload. This position provides the opportunity to lead a small team and take full ownership of office operations
in a warm, flexible work environment. The role offers up to ¥12M salary, flexible working hours, and a proper handover period

from the retiring incumbent.
Key Responsibilities:

Manage daily office operations and general administration
Supervise and support 2 direct reports

Oversee vendor relationships and procurement processes
Handle contract-related administrative tasks

Understanding People
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« Coordinate office matters with internal stakeholders
« Take ownership of office issues independently

« Maintain a warm, inclusive environment for international staff
« Adapt office management to flexible working hours and styles

Requirements:

5+ years of office management experience

Experience managing small teams (2+ direct reports)

Experience with contract-related administrative tasks

Fluency in English communication (not mandatory to be fully fluent)

Experience working in international or multicultural office environments
Proficiency with office management software (e.g., MS Office, Google Workspace)
Strong organizational and problem-solving skills

Familiarity with vendor management and procurement processes

Ability to work flexible hours and adapt to flexible working styles

« Basic knowledge of Japanese business culture and office etiquette

Benefits:

« Competitive salary up to JPY 12,000,000
« Flexible working hours and style
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Company Description
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